Instructions For Hierarchy Changes/Additions/Deletions
When My Workplace Does Not Reflect Correct Employees

1. Login to Portal
— Click on Manager Tab
— Click on Helpdesk
— Click on Enter New Ticket
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Select Search Filters above and click search

2. Under Select Ticket Type, scroll down to Request Correction/Addition to Hierarchy.
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3. Wait until Ticket Type populates, and then select (SSH) Correct/Add Hierarchy
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4. Enter what needs to be fixed in the problem description and click on submit.
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5. Confirmation of your submission is indicated by the tracking number that appears.
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6. Click on CLOSE to return to PORTAL MANAGER screen.
TRACK THE STATUS OF YOUR HELPDESK TICKETS:

1...To track the ticket to check status, return THE MANAGER tab in PORTAL and click
on HELPDESK.

2. The second dropdown is the View Options Dropdown. The View Options Dropdown
controls what you will be able to do with the tickets you see.

Select: View Tickets You Created — Open
This option will display all tickets that you have entered and that are currently open.

If you do not see the ticket you created it may already have been processed.

To view click on: View Tickets You Created — Closed
This option will display all tickets that you have entered and that are currently closed.

3. Once the ticket is closed you should log into My Workplace to verify that you are now
able to access the correct employees.
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